
 

 

A change has been made to the activity screens in CAPS.  The detail screen is now pageable, 

allowing multiple pages of comments for each activity entry.  The functionality of ACTL and 

ACTD has not changed: 

1) Activities will be protected seven days after entry and can only be modified or deleted by 

your supervisor after that time. 

2) Activities can be copied to additional family members on RELL by pressing F10. 

3) Assigned workers will receive an alert if another worker enters activity details for their 

client. 

On ACTL, in order to add an activity, press F11 to access ACTD. 

 

  



 

 

ACTD has not changed with the exception of a new field in the bottom left corner of the screen 

which displays SHIFT + F2 = ACT2.  In order to access ACT2, comments must initially be 

entered on ACTD. 

Once ACTD is full, press ENTER to update and then press SHIFT + F2 to access ACT2 where 

you can continue with your comments. 

 

  



 

 

On ACT2, the DATE OF ACTIVITY, ENTERED BY, ACTIVITY TYPE, PURPOSE(S) and 

GOAL(S) are defaulted from ACTD and are protected.  If this information has to change, it must 

be done on ACTD. 

Once ACT2 is full, if you must enter additional comments, press F11 and a second page of 

ACT2 will be displayed.  You can continue pressing F11 as many times, for as many pages, of 

ACT2 as you need.  Once updated, multiple pages of ACT2 can then be accessed by pressing the 

F7 (backward) and F8 (forward) keys.  The MORE indicator in the upper right corner of the 

screen identifies if there is another page of ACT2.  If you do not see the MORE indicator, then 

you are on the last page. 

If you are on page one of ACT2 and you want to return to ACTD, press F2.  From ACTD, if you 

press F2 you will return to ACTL. 

 

 


